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PROCESSING INSTRUCTIONS TO AGENCY HEADS

[ENCLOSED ARE THE SENATE AND ASSEMBLY RULE JACKETS CONTAINING THE
LEGISLATIVE COUNCIL CLEARINGHOUSE REPORT.  AN ADDITIONAL  COPY OF THE
CLEARINGHOUSE REPORT IS ENCLOSED FOR YOUR FILES.]

PLEASE NOTE:  Your agency must complete the following steps in the legislative process of administrative
rule review:

1. On the appropriate line on the face of both clearinghouse rule jackets, enter, in column 1, the
appropriate date and, in column 2, “Report Received by Agency.”

2. On the appropriate line or lines on the face of both clearinghouse rule jackets, enter, in column 1,
the appropriate date or dates and, in column 2, “Public Hearing Held” OR “Public Hearing Not Required.”

3. Enclose in both clearinghouse rule jackets, in triplicate, the notice and report required by s. 227.19
(2) and (3), Stats.  [The report includes the rule in final draft form.]

4. Notify the presiding officer of the Senate and Assembly that the rule is in final draft form by hand
delivering the Senate clearinghouse rule jacket to the Senate Chief Clerk and the Assembly clearinghouse rule
jacket to the Assembly Chief Clerk.  At the time of this submission, on the appropriate line on the face of the
clearinghouse rule jacket, each Chief Clerk will enter, in column 1, the appropriate date and, in column 2, “Report
Received from Agency.”  Each clearinghouse rule jacket will be promptly delivered to each presiding officer for
referral of the notice and report to a standing committee in each house.

5. If the agency does not proceed with the rule−making process on this rule, on the appropriate line on
the face of both clearinghouse rule jackets, enter, in column 1, the appropriate date and, in column 2, “Rule Draft
Withdrawn by Agency” and hand deliver the Senate clearinghouse rule jacket to the Senate Chief Clerk and the
Assembly clearinghouse rule jacket to the Assembly Chief Clerk.

FOR YOUR INFORMATION:  A record of all actions taken on administrative rules is contained in the Bulle-
tin of Proceedings of the Wisconsin Legislature.  The clearinghouse rule jackets will be retained by the Legislature
as a permanent record.

[See reverse side for jacket sample.]
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